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ABSTRACT 

The paper provides guidelines for establishing and 
operating teacher aide programs in special education. Chapter I 
considers legal aspects of using paraprof essionals with emphasis on 
the stance of the Nebraska Professional Practices Commission. A 
second chapter outlines the roles and duties of teachers and aides, 
offers sample job descriptions for teacher aides, and describes 
guidelines for' effective team relationships. A final chapter 
discusses the special education paraprof essional program in terms of 
administration, training, supervision, and evaluation of personnel. 
It is concluded that paraprof essionals play an important role by 
providing an opportunity for differentiated staffing and thereby 
enabling more productive and efficient use of professionals. Appended 
are evaluation instruments and check lists and sample records keeping 
forms. (SW) 



*************************************************** 

* Reproductions supplied by EDRS are the best that can be made * 

* from the original document. * 
*********************************************************************** 

O 



ERLC 



» Hwrrrun of education 

EDUCATIONAL RESOURCES INFORMATION 

/ CENTER (ERIC) 

C|rTh« document hat been reproduced SS 

received from the person or orientation 

originating H. 
[ i Minor chanQ«* have been made to improva 

reproduction Quality. 



• Points of view or opinions stated in this docu- 
ment do not necessarily represent official NIE 
position or policy. 



Csl 

NO 

o\ 

(Ml 



GUIDE FOR EFFECTIVE 

UTILIZATION OF 
PARAPROFESSIONALS 
IN SPECIAL EDUCATION 



"PERMISSION TO REPRODUCE THIS 
MATERIAL HAS BEEN GRANTED BY 

?tm fay l/asa 



TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC)." 



ERIC 




ERIC 



i 



GUIDE FOR EFFECTIVE 

UTILIZATION OF 
PARAPROFESSIONALS 
IN SPECIAL EDUCATION 



Stanley F. Vasa 
Project Director 

Allen L. Steckelberg 
Project Coordinator 

Laura Ulrich Ronning 
Editorial Consultant 



A publication supported by 
Comprehensive System for Personnel Development 
Special Education Section 
Nebraska State Department of Education 



Department of Special Education 

Berkley Memorial Center 
University of Nebraska-Lincoln 



August, 1983 



ACKNOWLEDGEMENTS 



This project is the result of a number of concerns identified 
in the study, A State of the Art Assessment of Paraprofessional Use 
in Special Education in the State of Nebraska , conducted by the authors 
of this booklet. In fulfilling these concerns, the authors have 
made an effort to collect materials and information which would be 
valuable to both the professional and paraprofessional in better 
understanding the role of the paraprofessional in special education 
programs in Nebraska. 

The completion of this publication would not have been possible 
without the cooperation of a number of individuals. Irene Nedved 
spent many hours in gathering materials for Chapter I of the booklet. 
Robert Shanks, Sharron Padi 11a, and Janet Ehlers offered many valuable 
suggestions in critiquing the many revisions. Mary Ann Losh of the 
Special Education Branch of the Nebraska State Department of Education 
provided support for the project by approving funding. Dewaine Alcorn, 
Robert Stepp, Jr., and Clifford Hollestelle of the Barkley Memorial 
Center provided administrative support of the project and this publica- 
tion. Irv Ross of ESU #9, Marty Koolen, ESU #2, Tom Fortune, Lincoln 
Public Schools, Carol Ruh, Millard Public Schools, and Richard 
Schoonover, Bellevue Public Schools, helped focus the attention of 
the project staff by earlier serving as an advisory committee to the 
project. 



raper presented at the Annual Convention of the Council for Exceptional 
Children (62nu, Washington, DC, April 23-27, 1984) 



6 

ERIC 



TABLE OF CONTENTS 



CHAPTER ' PAGE 

INTRODUCTION 1 

I. LEGAL ASPECTS OF USING PARAPROFESSIONALS ... 3 

State Statutes 3 

Nebraska Professional Practices Commission 5 

Teaching Responsibilities 6 

Employment of Teacher Aides 6 

Supervision of Aides 7 

Liability for Aides' Activities 7 

Ethical Standards 7 

Legal Recourse for Improper Use of Aides . 8 

General Ethical Considerations for Workir>; : th 

Handicapped Students 8 

Summary g 

II. SPECIAL EDUCATION TEACHER AND TtttCHER AIDE ROLES ..... 10 

Special Education Teacher Roles 10 

Roles of Paraprofessionals U 

Teacher Aide Job Descriptions 15 

Contrast of Roles and Guidelines for Effective 

Relationships 15 

Guidelines for Effective Team Relationships ... 15 

III. THE SPECIAL EDUCATION PARAPROFESSIONAL PROGRAM 22 

Administration of Paraprofessional Programs 22 

Needs Assessment . . 22 

Development of a Job Description 23 

Selection and Hiring of Paraprofessionals 23 

Assignment of Aides 24 

Other Administrative Concerns 25 

Guidelines for Training of Paraprofessionals 25 

Supervision and Evaluation of Paraprofesjionals. ... 27 

Teacher as Supervisor 28 

Effective Communication Skills 28 

Orientation to the Classroom 28 

Training Aides 0 Perform Tasks 29 

Planning and Evaluating Lessons 29 

Weekly Conferences/Planning Time 31 

Evaluation of Paraprofessional Performance .... 31 

Conclusion , 34 



ERIC 



t'AGE 

REFERENCES 36 

APPENDIX A-l - Teacher Aide Evaluation Form A-l 

APPENDIX A-2 - Observation Checklist A-2 

APPENDIX A-3 - Parent Evaluation of the Paraprofessional 

Program A-3 

APPENDIX A-4 - Paraprofessional Self-Rating Evaluation Form. . . A-4 

APPENDIX A-L - Paraprofessional Time and Activity Log A-5 



8 

ERIC 



LIST Or FIGURES 



FIGURE PAGE 

1 Examples of Cases Which Have Been Presented Before the 
Nebraska Professional Practices Commission 1n the 

Form of an Inquiry or a Complaint 4 

2 Teacher Aide Acceptable and Unacceptable Duties 

and Responsibilities 13 

3 Sample Job Description for a Special Education 

Teacher Aide 16 

4 Job Description for Teacher Aides in the Resource 

Room 13 

5 Comparison of Teacher and Aide Roles in Special 

Education 20 

6 Paraprofessional Training Competencies 27 

7 Sample Lesson Plan to be Conducted by the 
Paraprofessional 30 

8 Evaluation of the Instructional Session 33 



v 

9 

ERIC 



INTRODUCTION 



The utilization of paraprofesslonals serves as an attractive alterna- 
tive for the delivery of services to handicapped children. Increasing 
costs of programming, shortages of qualified personnel in rural areas, 
and the need for more individualized programming have contributed to 
greater utilization of paraprofesslonals 1n special education programs. 
Yet the aim of the paraprofesslonal program is greater than just reduced 
cost. More Importantly, it 1s to improve the quality of education for 
handicapped students. 

The paraprofessional program provides: 

. . . additional positive role models for handicapped students; 
. . . increased student learning opportunities; 
. . . more Individualized inrcruction; 
. . . more individual attention to students; 
. . . additional teacher time for planning, instruction, and 
evaluation; 

. . . greater consistency in delivery of instruction; and 
\ ... better monitoring and evaluation of student educational 
^ process. 

Some corollary benefits to special education programs which are 
not directly observable include: 

. . . improved pupil self-concept; 

. . . increased positive pupil attitudes toward learning and 
school ; 

. . . increased appropriate student behaviors in the classroom; 

. . . improved teacher morale; 

. . . improved parent-school relations; 

. . . improved teacher and aide adult-to-adult interpersonal 

and management skills; and 
. . . increased involvement anfl understanding of the community 

in the educational process. 

A paraprofessional is an individual who serves under the direction 
of a classroom teacher as an assistant in the educational process. 
Three types of paraprofessionals are coirmonly utilised in the public 
school: paid teacher aides, volunteers, and peer or cross-peer tutors. 
The focus of this paper will be on the most frequently utilized para- 
professional in special education, the paid teacher aide. 

Different- ed staffing patterns use teacher aides to augment the 
teacher in the education of handicapped students. The special education 
teacher aide's role is significantly different from that of the tradi- 
tional teacher aide in the amount of time devoted to direct instruction 
of students. In contrast to regular education aides, special education 
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teacher aides spend a greater share of their time, approximately 60%, in 
direct instruction (Vasa, Steckelberg, & Ronnlng, 1982). 

The results of a survey conducted by Vasa, Steckelberg, and Ronnlng 
(1982) indicate that although teacher aides are widely used in special 
education programs in Nebraska, additional preservlce and 1nserv1ce 
training for teacher aides and special education teachers was desired by 
all respondents, Including special education teachers, administrators, 
and teacher aides. Over 80% of the special education teachers Indicated 
that they did not have specific training at either the preservlce or 
inservlce level 1n supervising and managing teacher aides. Nearly 85% 
of the teacher aides 1n the survey Indicated they had received no 
formal training for their positions. 

The purpose of this position paper 1s to provide guidelines for 
establishing and operating teacher aide programs 1n special education 
programs. It is the feeling of the authors that providing guidelines 
and information to special education personnel may be the most effective 
approach lo Improving the quality of services provided by special educa- 
tion teacher aides. 

Topics and Issues covered 1n the guide include the legal and ethical 
issues in utilizing special education teacher aides, the respective 
professional and aide roles, supervision of teacher aides, and evaluation 
of teacher aides and aide programs. 
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CHAPTER I 



LEGAL ASPECTS OF USING PARAPROFESSIONALS 

Common concerns of special education personnel utilizing special 
education teacher aides and other paraprofesslonals include: 

. . . What Instructional activities can teacher aides legally 
perform? 

... How much responsibility should be delegated to special 
education teacher aides? 

. . . What does Nebraska law say about the use of special 
education teacher aides? 

. . . What are the consequences for teachers who use special 
education teacher aides Inappropriately? 

. . . Which ethical guidelines are Important for special 
education teacher aides? 

Some of the above listed questions have been of enough concern to 
warrant the attention of the Nebraska Professional Practices Commission. 
Figure 1 provides descriptions of such sample cases. 

From a legal and ethical point of view, delineating the roles of 
special education teachers and teacher aides 1s most Important. Nebraska 
Statute LB 79-1233, and the Nebraska Professional Practices Commission 
have provided guidelines for locardlstrlcts 1n the utilization of para- 
professionals. In this chapter, the legal and ethical Issues confronting 
special education teachers and local school districts 1n the employment of 
teacher aides will be explored. 



State Statutes 



In 1969, the Nebraska Unicameral enacted legislation permitting 
Nebraska schools to employ non-cert1f led teacher aides. Section 79-1233 
of the Nebraska State Statutes reads: 

79-1233. Nebraska certificate; prerequisite to teaching; 
employment of teacher aides; requirements; junior ool leges, 
not required. (1) No person shall be employed to' teach 1n 
any public, private, denominational, or parochial school 
in this state who does not hold a valid Nebraska certificate 
or permit issued by the Commissioner of Education legalizing 
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A Simll rural school district has diiiiculxy finding cerU^ied 
teachers to serve as Substitute teachers. Can teacher aide* who are 
non-certified be employed to take the. place oi regular teachers strictly 
on a substitution basis? 



An educational service unit hat> trouble finding enough certified 
teachers in the area of speech pathology. The service unit decide* to 
train ceMi&ied teachers without endorsements in Speech pathology to 
serve as aides ion a speech pathologist. Time aide* are to perform 
their duties in a classroom setting in which the negular classroom 
teacher is present and the speech pathologist normally visits once a 
vvjek. Since the speech pathologist is not in the same worn with the 
aides, are they considered to be performing duties without proper 
supervision? 



Regarding the same area o£ concern, a teachefi who has a very 
responsible [non-certified) aide feels assured that she or he can leave 
his or her classroom lor up to one-hali hour while the .aide .series in 
a supervisory capacity. Is this proper behavior on the part of the 
teacher? Would the aide be legally and ethically correct to refuse to 
serve in such a capacccy? 



A teacher requests his or her aide to select instructional materials 
and then expects the aide to implement academic tasks that the aide 
feels are appropriate. Are these duties that a teacher can routinely 
or even occasionally expect from his or her aide? 

A teacher aide is concerned about being asked to supervise students 
on the playground. This aide has been left alone on a routine basis 
to supervise students while they play games during recess periods, is 
this aide being given too much responsibility in the area of supervision? 
Is this type oi supervisory duty considered to be different from 
supervisory duty while students are in the classroom? 



Figure 1 

Examples of Cases Which Have Been Presented Before the 
Nebraska Professional Practices Commission in the 
Form of an Inquiry or a Complaint 



Source: Nebraska Professional Practices Commission, Biennial Report. 
Lincoln, Nebraska: Nebraska Department of Education, 1982. 
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him to teach the grc*de or subjects to which elected, except 
that no Nebraska certificate or permit shall be required of 
persons teaching exclusively in junior colleges organized as 
part of the public school system. 

(2) Public, private, denominational, or parochial schools in 
the state may employ persons who do not hold a valid Nebraska 
teaching certificate or permit issued by the Commissioner of 
Education to serve as aides to a teacher or teachers. Such 
teacher aides may not assume any teaching responsibilities. 
A teacher aide may be assigned duties which are non-teaching 
in nature, if the employing school has assured itself that 
the aide has been specifically prepared for such duties, 
including the handling of emergency situations which might 
arise in the course of his work. 

The legislation includes significant restrictions in teacher aide 

use: 

(1) aides may not be assigned teaching responsibilities, and 

(2) if assigned responsibility for non-teaching duties, aides 
must be specifically prepared for these duties. 

In 1971, legislation further defined teaching. In conjunction with 
earlier law, the responsibilities which teacher aides cannot assume are 
clarified. LB 79-101 of the Nebraska State Statues defines teaching 
responsibilities in sub-section (B): 

79-101. Terms, defined. As used in Chapter 79(13) the term 
teach shall mean and include, but not be limited to, the 
following responsibilities: (a) The organization and manage- 
ment of the classroom or the physical area in which the learn- 
ing experiences of pupils take place, (b) the assessment and 
diagnosis of the individual educational needs of the pupils, 
(c) the planning, selecting, organizing, prescribing and 
directing of the learning experiences of pupils, (d) the 
planning of teaching strategies and the selection of available 
materials and equipment to be used, and (e) the evaluation and 
reporting of student progress. 



Nebraska Professional Practices Commission 



In 1967, the Nebraska Professional Practices Commission was estab- 
lished through Statutes 79-1 280 to 79-1286, .R.R.S. 1943 (Reissue 1981). 
The purpose of the Commission, composed of twelve members of the educa 
tional profession appointed by the Governor, is to establish standards 
of ethics and competency for Nebraska public school educators. The 
Commission also seeks to promote understanding of and adherence to the 
standards of ethics and competency and provides an orderly method of 
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resolving disputes. In the following sections, the Commission's stance 
on teacher responsibilities, employment and supervision of aides, liability 
for aide activities, and ethical standards is presented. 



Teaching Responsibilities 

In 1977, the Professional Practices Commission published a state- 
ment adopting the definition of teaching as outlined in LB 79-101 



According to this policy, teaching responsibilities must be met by 
a teacher and cannot be delegated to an aide. The teacher must function 
in a leadership role and the aide in a supportive role. 

In July of 1980, a case involving the use of a teacher aide was heard 
by the Professional Practices Commission (fioyeA and Wilbankt> v. Johnson, 
1982). The hearing addressed a number of issues dealing with the use of 
non-certified teacher aides. A teacher aide filed a complaint against 
a teacher who had assigned an aide to perform teaching duties. The specific 
allegations were that the aide had been assigned to teach an art class 
with no specific pre-planning between the teacher and the aide, and that 
the teacher did not direct the aide prior to class time unless there 
was something specific the teacher wanted the aide to do. 

The aide was asked to grade art work and individual projects. The 
hearing conmittee found that the aide in this case had performed teaching 
duties and the teacher was in violation of the rules and regulations of 
the Nebraska Professional Practices Commission. It was ordered by 
the Commission that the teacher in this case receive a reprimand for 
Improper use of teacher aides and a warning that repeated violations of 
the improper use could constitute a recommendation to the State Board of 
Education for suspension or revocation of the teacher's teaching certifi- 
cate. 



Employment of Teacher Aides 

^~An aide may not, under any circumstances, be hired or used to replace 
a classroom teacher. Nor can aides be assigned to serve in lieu of teachers 
under the supervision of a principal or nearby classroom teacher. In 
addition a principal or a superintendent may not replace a school librarian 
by assigning an aide to a library or media center to serve under his 
or her supervision. A t&ach&A cUdz may not be ttied in Lieu, oh czAtihizd 
pMAonnet. 

Further, a school district may not assign teaching responsibilities 
to a person who holds a valid teaching certificate but 1s employed as an 
aide. The position statement stresses: "If the employing district believes 
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the certified person is qualified and should be assigned o> meet the 
responsibilities of teaching, the district should hire him or her under a 
regular teaching contract .... If a certificated person agrees to 
employment as an aide, holding a teaching certificate is incidental ... 11 
(Nebraska Professional Practices Commission, 1977). 



Supervision of Aides 

In academic situations a teacher aide must operate under the con- 
tinuous supervision of a teacher. The teacher must be able to control 
and/or modify the situation. An aide may not man an Instructional station 
alone, except for brief periods of time. 

In nonacademic situations aides can, subject to local district 
policy, be assigned to supervise non-teaching activities. Nonacademic 
activities would Include supervision of playgrounds, bus loading stations, 
cafeterias, and study halls. 



Liability for Aides' Activities 

Students can be left in the care of teacher aides without the school 
district or its personnel risking liability. The question of liability 
is not one of teacher certification, but is whether the individual 
(teacher or aide) in charge is responsible and competent and whether his 
or her duties were carried out in a manner "demonstrating reasonable care 
and normal precaution. 11 



Ethical Standards 

Ethical standards set forth by the Nebraska State Board of Education 
and the Professional Practices Commission which apply to the use of teacher 
aides state: 

1) ... the educator shall apply for, accept, offer, or 
assign a position of responsibility on the basis of pro- 
fessional preparation and legal qualifications. 

2) . . . the educator shall not delegate assigned tasks to 
unqualified personnel. 

3) . . . the educator shall practice the profession only with 
proper certification, and shall actively oppose the practice 

of the profession by persons known to be unqualified. (Nebraska 
Professional Practices Commission, n.d.) 
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Legal Recourse for Improper Use of Aides 



The Professional Practices Commission is authorized to provide a means 
for self-monitoring the teaching profession (79-1280 to 79-1286, R.R.S. 
1943) (Reissue 1981). The Commission has done this by providing an orderly 
method of resolving disputes through a system involving inquiries, 
complaints, and/or hearings. This process, however, is relevant only to 
certified teachers. If a problem arises involving the misuse of a 
teacher's authority or other inappropriate actions of a teacher concerning 
the use of teacher aides, the process set forth by the Professional 
Practices Commission can be utilized; Disputes involving aides only can 
be resolved either through the local school district grievance procedures 
or through civil action. 



General Ethical Considerations for Working with 
Handicapped Students 



As an employee of the school and as a person in a position of authority 
over students, teacher aides are obligated to meet ethical standards for 
dealing with handicapped students in general. The supervising profes- 
sional must also assume responsibility for insuring that the teacher 
aides meet these ethical standards. The general ethical standards 
outlined below are designed to insure that fair and equitable treatment 
is provided to all students and that student and parent rights are 
protected. 

. . . Paraprofessionals should not engage in instructional 
activities for which they are not qualified, i.e., 
diagnosis, instructional planning, etc. 

. . . Paraprofessionals should refrain from discussing a 

child's progress, limitations, and educational program 
with individuals other than the supervising teacher. 

. . . Paraprofessionals should refrain from discussing: (a) 
school problems and confidential matters, including 
personalities, and (b) administrative and school problems 
in the presence of students. 

. . . Paraprofessionals should refrain from expressing differ- 
ences of opinion or dissatisfaction with the supervising 
teacher in the presence of students. 

. . . Paraprofessionals should respect the dignity and self- 
worth of all students. 

. . . Paraprofessionals should ensure that they do not engage 
in discriminatory practices based on a student's handicap, 
race, sex, cultural background, or religion. 
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. . . Paraprofessionals have the responsibility to see that the 
best interests of individual students are being met and 
lake appropriate steps when a student's personal rights 
are being violated. 

. . . Paraprofessionals should serve as positive role models 
for appropriate personal interactions and communication. 

. . . Paraprofessionals are adult role models for appropriate 

behavior and should strive to exhibit the highest standard 
of conduct possible. 

. . . Paraprofessionals should engage in behavior management 

strategies which are consistent with standards established 
by the local school district. 

. . . Paraprofessionals should follow the grievance procedures 
outlined by the local school district. 

. . . Paraprofessionals should not communicate progress or con- 
cerns about students to parents without authorization of 
the supervising teacher. 



Summary 



In conclusion, it should be emphasized that there are no definitive 
guidelines concerning the exact legal limitations of special education 
teacher aides in the classroom. The resources that best delineate their 
responsibilities are the Nebraska Statutes and the Position Statement pub- 
lished by the Nebraska Professional Practices Commission (1977). In part, 
the legal and ethical responsibility for the proper use of teacher aides 
rests on the professional and ethical judgment of the special education 
teacher and administrator. Special education teacher aides must not 
be used to "teach" and they must be specifically prepared to perform 
non-teaching duties. A teacher aide may be assigned duties which are 
non-teaching in nature, if the employing school has assured that the 
aide is specifically prepared for such duties, including the handling 
of emergency situations which might arise in the course of his or her 
work. 
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CHAPTER II 



SPECIAL EDUCATION TEACHER AND TEACHER AIDE ROLES 



A clear delineation of the differential roles of the special educa- 
tion teacher and the teacher aide is an important element of a success- 
ful special education program. Identification of special education 
teacher and aide roles insures adherence to ethical and legal require- 
ments and serves as a guide in supervision and evaluation. Many of the 
roles of teachers and teacher aides are specific to the school district 
of employment and must be developed at the local level. There are, 
nowever, general guidelines for developing these roles. In this chapter, 
the roles and duties of teachers and aides are outlined. Also sample 
job descriptions for teacher aides are illustrated and guidelines for 
effective team relationships are described. 



Special Education Teacher Roles 



The teacher's primary role is one of managing the teaching and 
learning environment which may include a teacher aide. Actual delivery 
cf instruction to the student may be carried out by the aide under the 
direct supervision of the instructor. The teacher's responsibilities 
to the handicapped learner include: 

. . . assessing the student's entry level performance; 

. . . planning instruction for individual students; 

. . . implementing the goals and objectives of the 
individualized education plan; 

. . . supervising and coordinating work of paraprofessionals 
and other support staff; 

. . . evaluating and reporting student progress; 

. . . involving parents in their child's education; and 

. . . coordinating and managing information provided by 
personnel such as psychologists, physicians, social 
workers, speech and language therapists, regular 
education teachers, and parents. 

The special education teacher also has a number of roles to fulfill 
in the proper utilization of the teacher aide in the classroom. Heller 
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and Pickett (1983) have identified specific teacher respons »Dil ities and 
roles involved in managing teacher aides: 

. . . Set *n example of professionalism with regard to the 
execution of teacher responsibilities. 

. . . Establish the criteria for acceptable job performance 
of the paraprofessional at the beginning of the school 
year. 

. . . Provide consistent feedback to assist the paraprofessional 
in refining skills. 

. . . Communicate the needs of each student to the paraprofessionaL 

. . . Establish and conmunicate the paraprofessional 1 s role 
in classroom behavior management. 

. . . fstablish the strategies and schedules for meeting the 
IEP goals of each student and communicate these to the 
paraprofessional . 

. . . Assign the paraprofessional responsibilities which facili- 
tate the teacher's ability to provide more direct student 
instruction. 

. . . Assist the paraprofessional in defining his or her position 
as an authority figure. 

In addition, the special education teacher should prepare the teacher 
aide to carry out assigned classroom activities. This preparation should 
consist of ongoing inservice, as well as specific dally Instructions 
and a clear delineation of Instructional activities to be performed. 



Roles of Paraprofessional s 



Nebraska statutes define the limits of teacher aide duties by 
delineating responsibilities that are assumed by the teacher. These 
include: organizing and managing the classroom, assessing and diagnosing 
student needs; directing learning experiences, planning teaching 
strategies and selecting teaching materials; and evaluating and report- 
ing student progress. The statutes indicate that teacher aides may be 
assigned only to non-teaching duties, permitting teacher aides to perform 
a wide variety of activities. 

Various factors influencing the specific responsibilities assigned 
to teacher aides Include: characteristics and personalities of teachers, 
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aides, and students; interpersonal skills of both teachers and aides; 
the skill level of the aide; the physical environment of the classroom; 
the type cf special education classroom, i.e., level of handicap; and 
classroom operating procedures. Individual special education teachers 
may vary the responsibilities Of the aide to enhance the program of 
instruction. The following list illustrates instructional and ad- 
ministrative duties which could be assigned to the teacher aide in a 
special education program: 

. . . Assist individual students in performing activities 
initiated by the teacher, 

. . . Supervise children in the hallway, lunchroom, and playground. 

. . . Assist in monitoring supplementary work and independent 
study. 

. . . Reinforce learning in small groups or individuals while 
the teacher works with other students. 

. . . Assist in educational demonstrations for the class or 
small groups. 

. . . Previcie assistance with individualized programmed materials. 

. . . Score objective tests and papers an* maintain appropriate 
records for teachers. 

. . . Perform clerical tasks, i.e., typing and duplicating. 

. . . Assist the teacher in observing, recording, and charting 
behavior. 

> . . Assist the teacher with crisis problems and behavior 
management. 

. . . Assist in preparation/production of instructional materials. 

. . . Carry out Instructional programs designed by the teacher. 

. . . Work with the teacher to develop classroom schedules. 

. . Carry out tutoring activities designed by the teacher. 

. . . Operate and maintain classroom equipment Including film 
projectors, overhead projectors, etc. 

Figure 2 provides an extensive 11st of functions which a teacher 
aide could perforin in the special classroom. The figure is provided 
to illustrate more specifically activities which the teacher aide could 
undertake in the special education classroom. 
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The teacher aide may perform these instructional duties: 

1 . Assist in organizing h<LoJLd tAips . 

2. Read aloud on. Latin to children read. 

3. Astist students in peAhonming activities that have, been 
initiated by the. teacheA. 

4. Hand out papens and coiled papeA wonk. 

5. Assist with supplementaAjy wonk hon. advanced pupils. 

6. Provide special help such as drilling with iZxu>h cards, 
spelling, and play activities. 

7. Assist in preparing inAtAuetionaJt matenials. 

8. Keinhorce learning with small groups. 

9. Assist children in learning their names, addresses, telephone 
numbens, birthdays, and parents 9 names. 

10. Supervise. £tee play activities. 

11. PrepaAe itash cands and chants. 

12. PrepaAe aAt supplies and other materials. 

13. Hear bequests ion. help, observe leorning di^ixiutties oh 
pupils, and report such matteAS to teachens. 

14. Scorn objective tests and papens and keep appropriate reoords 
ion. teochens. 

15. Assist the teacher in escorting children on educational 
trips outside the olassnoom. 

16. Assist in educational dmonstAations ion. the class on. 
small gnoups. 

17. Support the teacheA In the aAeas oh sewing, cooking, industrial 
arts, and physical education. 

18. Assist in aAAanging learning centers. ^ 

19. Provide assistance with individualized pnognammed mat extols. 

20. Work with individual students on. small gnoups on language 
development as outlined by the speech dUjucian. 

21 . Check attendance and permission slips and telephone absentees 
when requested by the teacheA. 

22. Help with inventory oh supplies and textbooks. 

23. Assist in decorating* room, cutting mats hor pictures, changing 
pietun.es on bulletin boards, and mounting pupils 1 wonk. 

24. Type tests, bibliographies, lists, notices, class matenials, 
dittos, and at hens. 

25. Vupticate tests and otheA matenials. 

26. Check objective portions oh homewonk, workbooks, etc. . 

27. Record test results and grades. 

\ 

Figure 2 

Teacher Aide Acceptable and Unacceptable Duties 
and Responsibilities 
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28. Keep attendance tiegibten. 

29. VnepaAe Ratine n.epontt not KoquAJung pnofiettional judgment. 

30. Keep all hilet cuAAent. 

31. PeAfanm noutine telephone dotted. 

32. 0e£tveA max£, KQjcjondt, InttAuclional malvtijoJLb, and otheji 
itemt. 

33. Collexit and pn.epaAe leaonxlt orf money bnought by ttudentt 
fan. vaniout puApotet. 

34. Pat wo/Lfe on chalkboard. 

35. OArfeA (5^£m6 and othent t applies. 

36. Make aAAongmentt fan. hield tnipt. 

Instructional duties the teacher aide may not perform: 

1 . Be tolely nztponjtlble ion. a clattnoom on. a pnaheAtlonal 

2. Be n.etpontlble fan. the diagnostic and pnognamning htmctlovtt 
oi the clattnaom. ° 

3. Be n.epontible fan. piepaning U a plant and initiating 
oniginal concept inttAuction. 

4. Be n.etpontlble fan. attigning gnadet to a student. 

5. Be uted at a tubttttutz fan. centi&ied teachent tthlett he on. 
she pottette* the appnopniate tubttiXutz teaeheA't cenXihicate 
and it employed a* a teachen. on a twponany bat It. 

6. Attume fall n.et>pnntibitity fan. tupeJiviting attmbliet on. 
hield tsUpt. 

7. Venfanm a duty that It pnimoAlly inttnuctionat In natxjjie. 

8. Be attigned to wonk with the mott "diMicuJU" ttudentt the 
majority OjJ the day In a "babytitting-type" oh oAAangement. 

Noninstructional duties the teacher aide may not perform: 

1 . Shalt not attume fall Aetpontibllity fan. tupetviting and 
planning aativitiet. 

2. Shall not take chilxOien to clinic, dental, ok medical appoint- 
ment* unlest penmittion it gnanted by authonized* pentonnel. 

3. Shall not pnognam and pnetcnibe educational abXivltie* and 
matenialt fan. children. 

4. Shalt not gnade tubjective on. ettau tettt. 

5. Shall not regulate pupil behavion. by conponal punishment 
on. timitaA (LUclpJUnaAjy meant. 

6. Shall not attign gnadet on. othoA evc&ucutional c/Utenia 
to ttudentt 1 tatkt. 

7. Shall not be tetpontible fan. medical needt oh child/ien. 

Figure 2 (continued) 

Source: GiuxleZineA ion. thz Ttouning, WUUzation aid SupeAvie><wn oi 
VaAapfvoiUMjomJU and KuLte. Topeka, Kansas: Kansas State 
Department of Education, 1977. 
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Teacher Aide Job Descriptions 



The job description is useful in clarifying the roles of the teacher 
aide in the special education program and can serve as a reference point 
in conducting an evaluation of paraprofessional performance. The job 
description should specifically delineate the aide's duties in writing 
and many change from time to time, depending on the needs of students 
and staff.. Often included are the duties which teacher aides are to 
perform and the duties which the teacher aides are not to perform, as 
dictated by school district policy, ethical and legal constraints, and 
school protocol. Administrative concerns such as working conditions, 
supervision procedures, and evaluation procedures m^y also appear in 
a written job description. Figure 3 contains a sample job description 
for a special education teacher aide including the above components. 

Job descriptions will vary depending on the needs of staff and 
students and duties expected to be performed by a teacher aide. Figure 
4 provides an example of a job description which varies in format and 
focuses on the aide's responsibilities to various individuals involved 
in the education of special nffks students. 



Contrast of Roles and Guidelines for Effective Relationships 



To the casual observer, it might appear that a teacher and aide 
working side by side in serving special education students are performing 
identical tasks; however, the roles of teachers and aides differ. In 
defining responsibilities, it is helpful to compare and contrast the 
roles appropriately performed by teachers and paraprofessionals. Figure 
5 contrasts the roles of teachers and aides at various teaching activities. 

Students frequently test the authority of those in a supervisory 
capacity, certificated or not. The behavior of students must be 
monitored constantly and steps taken to insure that students perceive 
aides and teachers as having joint authority in the classroom. Other 
guidelines necessary to the development of an effective teaching team, 
as presented by Heller and Pickett (1983), follow. 



Guidelines for Effective Team Relationships 

The paraprofessional and the special education teacher work in a 
close relationship which needs to be nurtured in a positive manner. Several 
points are presented to provide guidance to the classroom teacher in 
maintaining effective team relationships. 

1. Lesson plans should be written clearly so that the paraprofessional 
can follow them. As time goes on and the paraprofessional becomes 
familiar with the routine, the planning can be less detailed. 
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Job Title : Special Education TeackeA Aide 



Job Requiwme.ntA 

1. Evidence oi good mental and physical health 

2. CoKKecX aAticiUation and language, use 

3. Attend and meet 6uaiU6 cAiteAia oi KequiKed #uu>U*g pKogKam 

4. Eighteen yea^a otf age o/t o£de/i 

Pa£ie& 

/ . The a-ide* iuc6fc: 

a. CaAAy out KemediaZ ok developmental activities as 

detected fat/ the ceA^^tcated paw on -ui change 
fa. MexxsuKe and c/ia/tt behavioK ioK each -ta/ujet -6-tudent 

a6 detected fa*/ the peAAon ^n chatge 

c. A6*aa£ teacheAS and spexUxxlists in collection and 
pKepaAation oi instmctional mateAials and equipment 

d. Recaad session eiiectiveness 

e. Maintain a time, log oi activities 

i. Maintain good public delation* uxUh paAents and staii 

2. They mJUL not: 

a. Engage in diagnostic, activities 
fa. Make, pn.es cAiptxve. judgments 

c. Retteve any ceAtiiicated person ok pKo Sessional oi 
supeAvisoKy duties 

d. Be utilized in any activities with children otheA than 
those, designated in the. pvoject 

e. Vibseminate inioKjmtion Kejganding childKen without peA- 
mission oi -the specialist ok teacheA 

kppnoximate Division o£ Time, [based on 30-houK uteefcj 

PeAcent 



1 . Vine/it wo/tk tooth chiMUien: 7ff 

2. Record keeping: 5 

3. Repo/iting to teacheA ok specialist: 5 

4. Receiving and discussing assignments: 10 

5. ImeAvice tAainingt 5 

6. PKepaAation oi mateAials and equipment: 5 



Figure 3 

Sample Job Description for a Special Education Teacher Aide 
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Evaluation 



] • The oudu will be evaluated at lexut once each nine, week* 

2. A teacheA ok 6pexuali6t will conduct the evaluation 

3. The evaluation will be baaed on an objective meaAuKe oh 
completion oi assigned duties, cKitcKion 95 i, on a sub- 
jective hating scale 0-10, cKiteAAjdn 6.0 

4 . JaJUbjJie to meet c/uctetca mo/te than once a j/ea* luctd Loud to 
<LurruA6al 

5. The IvalxxatoK will ducu66 the evaluation Ke&ultA with each 
aide and school pKincipal [ok othzK appwpKiatc adminiAtKatoK) 
in matteu peAtaining to distnict policy 

SupeAvi&ion 

1. The aide* wilt be diKecXly KuponUble to thi tcackeA ok 
specialist in instmetional and suppont Kolc mattvu 

2. The aides will be Kespon&ible, to the building admini&tKatoKS 
in mattQAA p eAlaining to district policy 

3. The aide* will be Kesponsible to the appKcpKiate member orf 
the adsrtinistKation in matteAS st/ucXly Kelated to thz Titlz I 
giant auxxKd document i& such matteAS aAe not r icaAly defined 
in (?) ok (2) above 4 



Figure 3 (continued) 



Source: Hiltbrunner, C. L. Using instructional eides with exceptional 
children. Slow LeaKneA WoKkshop, 1976. 
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RuponSibjJUXies to ResouAce Specialist 

A. CleAical 

J. Keeping daily attendance 

2. Reco/utcng guide* 

3. CoAAecting papeM 

4. Help mountain physical clxissAoom enviAonxnent, e.g., 
bulieXin boaAds 

5. InventoAy o£ matenials 

6. Getting out and putting amy instAuctional matenials 

7. Making intt/iuctional matenials 

8. Responsible feA audiovisual and duplicating 

B. InstAuctional 

J . CaAJuj out instAuctional activities as planned by the 
teacheA 

2. Assist the teacheA in classAoom behavioA management as 
designated by the teacheA 

3. Pnovide objective feedback to teacheA on student pnogAess 
and behavioA 

4. CaAAy out specific activities with students mainstAeamed 
into legulaA classes as directed by the KesouAce spec ialist 

Responsibilities to ClassAoom TeacheAS 

A. Maintain elective corrmwication with teacheAS 

B. PAovide feedback to teacheA on pAogAess oi students 
tutoAed in the ^eaulaA class Aoom 

Responsibilities to th^s^jdent 

A. Establish a positive working Aelationship with students 

B. Be able to give diAecXixtn&*to students in an undeAStandable 
my 

C. Be able to locate and use designated wateAials 

V. PAovide student with feedback and Aeinfencesnent on his oa 
hex peAfenmance consistent with teacheA 1 s behavioA management 
plan 



Figure 4 

Job Description for Teacher Aides 1n 
the Resource Room 
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IV. Responsibility to thz AdminUtAation 

A. foUow all nuJLes and izgulations relating to school and 
cUstsuxit policies 

J . Know and use chain oi command ion. requests and grievances 

2. Be responsible in thz usz oi tune. 

3. Know and ioltow emzAgzncy pAcczduAzs 

4. Know and keep school schedules and pnjocedwizs 

5. Complete. matznial and supply Kzquiiitions 

6. Be. iamJUuxK with thz discipline philosophy and rme.exluA.eA 
8. Know and follow thz goali and job dzscniptions oi a 

paAapAoizssional 
c. Maintain ethical standards and cjodz oi dependability as 
expected oi all pnoiessionals 



Figure 4 (continued) 



/ 
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Classnoom 
Organization 



Assessment 



Setting 

Objective* 



Teaching 



BehavioA 

Management 



WonJung with 
Parents 



Individual 

Educational 

Planning 



1. 
2. 



3. 



1. 
2. 



1. 



1. 



1. 



U 
2. 



Role* 
PeAionmed 
by TeacheA 

Plans weekly schedule 7. 

Plant lesson*/ 

activitie* ion. entOie 

class and individual 

ckildAen 

Plans noom a/iAangement 
and learning centen* 

A*se*se* individual children U 
AdministeA* te*t* to entile 
class 

VetXAmine* appnopniate 7. 
objective* ioA clou and 
ion. individual childAen 



Teaches lessons ion. the, entiAe /. 
class, small gnoups, and 
individual children 



Plant behavion. management 1. 
stAategie* ion. entiAe class 
and ion. individual children 



Meets mth parent* 
Initiate* conieAence* con- 
ceAning child 1 s pnogiess 



/. Develop* and implement* IEP L 



Role* 
PeAionmed by 
TeacheA Aide 

Implement* plan 
a* speciiitxi by 
the teacheA 



Assists voith 
monitoning and 
^caning 

Implement* 
le*sons to meet 
child 9 6 instAuc- 
tional objective* 

A**i*t* small 
gnjoup* and 
individual* with 
le**on 

Implement* be- 
havional managemen 
stAategie* using 
the same emphasis 
and techniques a* 
the teacheA 

Meet* with parents 
undeA direction , 
oi the teacheA 

Canxie* out 
teacheA 1 * plan* 
ioA chUd 



Figure 5 

Comparison of Teacher and Aide Roles 1n 
Special Education 

Source: Semrau, B. L., Lemay, D. C. et al. Why not competence: A 
guide ioK tAcubung special education aide*. Jonesboro, 
Arkansas: Focus on Children, Inc. 
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The paraprofessional should supervise a group of children at individual 
activities (seatwork) while the teacher works with one child or 
a group of children. The paraprofessional will learn the routine 
more quickly by working actively with children than by passively 
watching. 

The teacher should not assume that the paraprofessional fully 
understands how a special education program is supposed to operate. 
Many have only their own school experience or that of their own 
children to draw upon. 

The teacher should plan the daily lesson plans with the paraprofessional 
at a regularly scheduled time each day. The paraprofessional should 
know precisely what duties and responsibilities he or she is to 
fulfill each day. 

The teacher and paraprofessional should communicate their observations 
concerning the emotional and physical health of each student. Often 
the paraprofessional can alert the teacher to problems which may have 
been overlooked. The teacher should share his or her knowledge 
about the specific emotional and physical needs of each pupil 
with the paraprofessional. 

The teacher and paraprofessional should have a coordinated plan for 
dealing with discipline problems and a strategy for dealing with 
emergencies of a physical or emotional nature concerning the 
students. 

The teacher and paraprofessional should be sensitive to each other's 
levels of physical and emotional stress while dealing with special 
students. Each member of the team should be alert to the needs of 
the other to offer assistance and support during stressful periods. 

The teacher should make the effort to expose the paraprofessional 
to the benefit of training and experience which the teacher can 
share or that others can share with the paraprofessional. The 
paraprofessional deserves the opportunity to grow in the profession 
by being included in some of the workshops and conferences in 
which the teacher participates. 
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CHAPTER III 



THE SPECIAL EDUCATION PARAPROFESSIONAL PROGRAM 



The effective use of paraprofessionals requires planning and 
the coordination of a number of elements of the school system. 
Planning is necessary to ensure that the program is one which is 
both fiscally sound and meets the needs of handicapped children. 
In this chapter, the following aspects of a well -orchestrated special 
education paraprofessional program will be discussed: administration, 
guidelines for training paraprofessionals, and supervision and 
evaluation of personnel. 



Administration of Paraprofessional Programs 



While local educational agencies have considerable latitude in 
the development and administration of paraprofessional programs, there 
are common concerns and tasks which must be performed. Securing 
funding, allocating a budget, determining wages and fringe benefits, 
and developing procedural and policy handbooks are Important initial 
and ongoing tasks. Other aspects of program planning such as the 
use of needs assessment, the development of job descriptions, the 
selection and hiring of paraprofessionals, the assignment of para- 
professionals, and the determination of administrative concerns 
should also merit attention. One of the components frequently re- 
ceiving little consideration 1s that of needs assessment. 

Needs Assessment 

Needs assessment information can be a valuable administrative 
decision-making and resource allocation tool. Issues comnonly ad- 
dressed in the needs assessment Include: (1) extent of special 
education staff needsfor paraprofessionals; (2) needs of handi- 
capped students for additional support; (3) special education 
teacher needs for training in the use and management of para- 
professionals; (4) paraprofessional needs and training; and (5) 
availability of qualified paraprofessionals. 

Student and staff needs provide a sound basis for determining 
whether a program should be initiated, expanded, or reduced. Factors 
to be considered might Include special education teacher/pupil 
ratio, the type and nature of handicapped children being served, 
the level of teacher training, Implementation of new curricula, 
and needs for non-teaching duties to be performed. 

Other factors to be considered Include past paraprofessional and 
special education teacher job performance, requests for additional 
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training by paraprofessionals and/or teachers, and the resources available 
to support the paraprofessional program. 

Development of a Job Description 

A natural outgrowth of such a needs assessment is the development 
or amendment of a job description for paraprofessionals to be employed 
the following school year. Administrators may choose to call on the 
supervising teacher(s) to assist in the definition of expected duties. 
Depending on the size of the school building and the number of aides 
to be employed, it is possible that more than one job description for 
paraprofessionals will be written. For example, in larger schools, 
perhaps one job description will define the location of service as in 
the resource room while another job description would indicate that the 
aide would work with severely handicapped students within a self- 
contained room. Local needs and characteristics of potential employees 
influence the assigned duties outlined in a job description. The reader 
is referred to the preceding chapter for samples of job descriptions. 

Selection and Hiring of Paraprofessionals 

Previous job experience, references, educational level, literacy 
and language skills, and basic skills applicable to the position (e.g., 
typing, duplicating) are all worthy of attention in selecting candidates. 
Research shows, however, that interpersonal skills and personal character- 
istics of the candidate seem to be more vital to the selection process. 

Vasa, Steckelberg and Ronning (1982) found that both administrators 
and special education teachers in Nebraska most commonly use the 
selection criteria of attitudes toward handicapped children and inter- 
personal skills with children in choosing teacher aides. Other selection 
criteria commonly used in Nebraska schools include: 

. . . references 

. . . basic skills applicable to position 

. . . interpersonal skills with adults 

. . . previous employment 

. . . experience with handicapped 

. . . health* and physical strength 

Selection criteria less commonly used in Nebraska include knowledge 
of special education programs, minimum age, and completion of aide 
training programs. 

A survey conducted by the Kansas State Department of Education 
(1983) similarly found that skills in understanding the characteristics 
of special education students and skills related to working with children 
were most important in the training of a paraprofessional. 

The Kansas survey also asked directors of special education, super- 
intendents, facilitators, supervisors of paraprofessionals, and 
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paraprofessionals to rank order personal characteristics of successful 
paraprof^ssionals. The respondents ranked the characteristics of 
dependability, adaptability, and cooperation as most important. 

Among other competencies, O'Brien (1977) listed the following 
characteristics to seek in a paraprofessional candidate: 

... an interest *in self -improvement 

. . . proficiency in the observing of and nonjudgmental 

reporting of behavior 
. . . knowledge of how and when to encourage children to 

promote favorable behavior 
... an understanding of the importance of sound emotional 

and social conditions within the classroom 
... a philosophy of education in keeping with the school's 

Although it is difficult to objectively assess a potential employee's 
personality and interpersonal skills, they are important in the para- 
professionaTs ability to work effectively in the special education 
classroom. An attempt to judge these characteristics, along with those 
of self-confidence, patience, and personal warmth is best made during 
the interview. 

It is good practice to include the teacher with whom the prospective 
aide will work in the preemployment interview. Inclusion of the supervising 
teacher in the interview can help minimize potential personality conflicts 
and insures clear understanding of duties to be performed. The candidate 
should be allowed to review the written job description and be given 
information related to the organization of the school and the target 
student population. Finally it is important that the administrator have 
a written set of competencies and personal qualities which is expected 
in the prospective aide. 

Assignment of Aides 

A survey of the characteristics and needs of the handicapped student 
population and staff can be an effective means of supporting decisions 
regarding the placement of paraprofessionals within the special education 
program. Characteristics of the program considered in making assignments 
might include: 

. . . class size or caseload 

. . . student characteristics such as age, degree of handi- 
capping condition, ability to work independently, etc. 

. . . teacher characteristics such as management and inter- 
personal skills, teaching style 

. . . need for supervision of students in lunchroom, on 
playground, and in halls 

. . . building and classroom organization (e.g., self-contained 
classrooms versus multi-unit school) 



V. 
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. . . implementation of new curricula or materials 
placing extra demands on teachers and students 

. . . level of special education teacher training in 
the use of paraprofessionals 

. . . level of training of paraprofessionals 

Flexibility in the assignment of paraprofessionals is important 
in making the most effective use of personnel. Initial placements 
should not necessarily be permanent. These decisions may be re- 
considered after a paraprofessional has had time to develop and display 
interpersonal skills, competencies, and rapport with students. It 
should be noted that the teacher-teacher aide relationship is a per- 
sonal one requiring time to develop. Assigning an aide to more than 
two or three teachers may result in limited relationships and the under- 
utilization of the teacher aide as an instructional assistant. 

Other Administrative Concerns 

The role of the administrator is central in the articulation of a 
wel 1 -pi anned paraprofessional program. Administrative responsibilities 
include assessing the needs of the school, developing corresponding 
job descriptions, selecting both paraprofessionals and professionals 
who meet program needs, and making effective assignment decisions. 

The development of criteria for dismissal and procedures for 
handling complaints and grievances of both teachers and paraprofessionals 
avoids conflicts and misunderstandings. Preservice and inservice 
training for aides provides opportunities for personal development, 
improves services provided in the classroom, and gives the aide a sense 
of being part of the school. Consideration should be given to career 
progression and equitable compensation for aides who desire and seek 
training outside the school district. Evaluation of the entire para- 
professional program and performance of personnel may provide direction 
in improving services to handicapped students, cost effectiveness, 
staff morale, etc. Administrative concerns related to the training and 
evaluation of paraprofessionals are discussed further in the following 
sections. 



Guidelines for Training of Paraprofessionals 



Special education teacher aides in Nebraska receive little pre- 
service and ongoing Inservice training (Vasa, Steckelberg, & Ronning, 
1982). Sixty percent of administrators, eighty-two percent of special 
education teachers, and eighty-five percent of teacher aides report* that 
no preservice training was provided for newly employed teacher aides. 
A similar percentage also reported that no ongoing Inservice for teacher 
aides occurs. 
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In sharp contrast, however, fifty-two percent of administrators, 
eighty-two percent of teachers, and sixty percent of aides perceive 
formal training as a prerequisite to employment as a teacher aide. 
Most thought local educational agencies should establish guidelines 
for training and that this training should be conducted by the local 
educational agency or a master teacher. 

In order for schools to use the talents, Interests, and abilities 
cf paraprofessionals, 1 t is important that they be trained to know the 
7 imits of their job description, the policies and procedures of the 
school, and task specific skills which they will be expected to per- 
The employing school has a responsibility to train paraprofes- 
sionals to work within the limits of the state laws controlling the 
use ov paraprofessionals in schools. Nebraska statutes clearly state 
that a teacher aide must be specifically prepared to perform non-teaching 
duties. Section 79-1233 reads: 

A teacher aide may be assigned duties which are non- 
teaching in nature, if the employing school has assured 
itself that the aide has been specifically prepared for 
such duties, including the handling of emergency situa- 
tions which might arise in the course of his work. 

According to the previously cited survey, eleven training areas were 
recognized as needed by teacher aides. These training areas stated in 
competency form are presented 1n Figure 6. 

Rittenhouse (1972), in a description of guidelines and training 
programs in several states, note's that these areas are also included 
in some training programs: record keeping procedures, development of 
the learning atmosphere, human growth and development, child psychology, 
and problems of the disadvantaged student. 

Involving teachers and paraprofessionals in designing and providing 
training often results in more relevant topics and instruction. Their 
involvement also contributes to improved job satisfaction, morale, and 
a desire to improve skills. 

The goals of the training program may be achieved either through 
formal inservice training or on-the-job training in the classroom. 
On-the-job training may be particularly effective in teaching certain 
types of skills provided that the training is systematically planned 
and carried out. Provision for outside training and other appropriate 
incentives are important in attracting and keeping quality paraprofes- 
sionals employed within the district. 
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VaAaptw h&ssijQYiaLs completing tuning wiXJL be able to: 

1. Delineate the school poUcieA a^ectdig theiA Aolzs. 

2. Dehine the legal and ethical istuzs involved In theiA hale* in 
the clateAoom. 

3. UndeAstand the Kole expectation* oh the position in relation* hip 
to the teAcheA, admini&tsiatotu , and students. 

4. Demonstrate knowledge oh handicapping conditions. 

5. Demonstrate knovoledge oh behavior, management and physical 
control stAjnttgivs used with handicapped students. 

6. Demonstrate. skitZs in tutoring. 

7. Demonstrate skUZs in obseAving, recording, and reporting student 
behavior. 

8. Demonstrate the ability to use inttmctional-tna^ nuteAiats. 

9. Demonstrate the ability to use audiovisual, dupJUcating, and 
otheA equipment used in the education oh handicapped students. 

10. Demonstrate <skiMs in &AJSt aid and sahety procedures . 



Figure 6 

Paraprofessional Training Competencies 



Supervision and Evaluation of Paraprofessional s 



Adequate supervision and evaluation of aide performance is an im- 
portant component of an effective paraprofessional program. Heller and 
Pickett (1983) have noted that supervision is sometimes seen as nega- 
tive because: (1) supervision has become synonymous with evaluation, 
and (2) supervision denotes control and possible interference. Heller 
and Pickett postulate that the main focus and purpose of supervising a 
teacher aide should be to assist the aide in improving his or her 
performance in the instructional setting. This "helping process" 
should be collaborative, involving "mutually reciprocal Interaction 
between the supervisee and supervisor." 



< * 
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Teacher as Supervisor 

Supervision of teacher aides 1s largely accomplished by special 
education teachers (Vasa, Steckelberg, & Ronnlng, 1^82), Special 
education or building level administrators are often involved in the 
process , but to a lesser extent than teachers. While teachers assume 
this supervisory role, the majority (86%) report that they have no 
preservlce training in the utilization of teacher alqes. 

Several practices ensure that a collaborative "helping process" 
type of supervision occurs between supervisor and teacher aide. These 
practices are: 

. . . use of effective communication skills 

. . . planned introduction of paraprofessionals to duties 

and gradual orientation to the classroom 
. . • training of the aide to perform specific instructional 

tasks and identification of formal training needs 

• . . planning and evaluation of lesson plans 

. . . provision of means for dally monitoring and coirmunication 
. . . provision for weekly conference/planning time 

• . . summative evaluation of the overall program effectiveness 



Effective Communication Skills 

A collaborative supervision process is predicated on clear, effective 
communication. Avoiding educational jargon ensures that a common base 
of language and vocabulary exists between teachers and the aide. Pre- 
cision in requests and an assessment of the degree to which communica- 
tion has been comprehended by the aide also contributes to effective 
teacher-paraprofessional communication. Other elements of effective 
communication include: clear and consistent expectations; opportunity 
for paraprofessional input; adequate written procedures; appropriate non- 
threatening feedback; respect jn both verbal and nonverbal communications. 

Orientation to the Classroom 

Because buildings and classrooms vary greatly, a newly-hired para- 
professional needs a general orientation to the building and time to 
observe before assuming an instructional role in a classroom. A mutual 
exchange of Information between the teacher and paraprofessional is 
important in eliminating mi sundef standings. Background information helpful 
to the teacher includes the paraprofessional' s educational level, 
previous work experiences* experiences with children* attitudes toward 
the handicapped, and sociocultural background. 

The paraprofessional likewise should be provided with background 
information. A well -written job description provides' the aide with an 
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idea of expected duties. Prior to working directly with students the 
paraprofesslonal may also find additional Information of value: 

. . . physical arrangement, grouping patterns, daily routines, 

structure, and rules of the classroom 
. . . location and general content of Instructional materials, 

equipment, and supplies 
. . . systems of evaluating student progress and other forms 

of record keeping 
. . . behavior management/discipline strategies 
. . . teacher characteristics such as teaching style, ways 

of motivating students, and Instructional strategies 

Training Aides to Perform Tasks 

Supervising teachers have a responsibility to thoroughly Introduce 
tasks before assigning them. Further, 1f the supervisory process 1s 
truly collaborative, the aide and supervising teacher should jointly 
Identl&the training needs of the paraprofesslonal. 

Planning and Evaluating Lessons 

Before Implementing a lesson 1t 1s necessary that an aide be given 
clear and precise directions. Sufficient opportunity to observe the 
teacher implement a similar lesson plan should be provided. Figure 7 
contains a sample lesson plan which 1s a detailed description of the 
information needed by the paraprofesslonal 1n carrying out a lesson. 
The lesson plan 1s divided into five components: objective, activity, 
materials, reinforcement, and evaluation. Under each heading specific 
directions are provided for the paraprofesslonal. The intent of the 
lesson plan is to enable the paraprofesslonal to complete a lesson 
without making teaching decisions. The plan 1s readily adaptable to 
any special education program for the handicapped. 

The responsibility of the supervising teacher for students extends 
beyond lesson plans. The teacher's da.lly monitoring Includes the progress 
of students with whom the paraprofessional has worked. 

Adequate supervision of the aide and smooth functioning of a class- 
room is facilitated by use of a long-range schedule of activities to be 
performed by both the teacher and the aide. The amount of detail on 
such schedules may vary from a simple listing of student names and 
ckill areas to be instructed to a rough outline of activities to be 
conducted. The supervising special education teacher must remain 
especially flexible 1n drawing up such schedules as regular class 
demands and unplanned school activities frequently encroach on time 
spent with students. 
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Objcctivc: When pAe*eMe.d ten ^lcuhcaAd6, multiple* orf thAe.e. 9 the 
student will name, the. ptoducX with 90 percent accuracy 
ukXhin £ive minute*. 



Activity: 1 



Have the. student bit opposite, the. tutoi at a de*k on. 
table.. 

I. Show the. &la&kaxAd* one. at a time.. 

3, Say "What i* the. ana wet?" 

Record a C on *he chant ion. each problem the. student 
get* connect. Itf the. student doe* not 6ay the. cowiect 
anbuxzA, have. the. student make, anoup6 with counteA* 
to 6how the. conAecX antweA. Then have. the. student 
bay the. problem and the. an*weJi. 

Example.: 3x2 would be bhown by making thKce. gnoupb 
with two in each gnoup. Then the. student would bay, 
"Thn.ce. time* two equal* bix." 

Mat&iial*: MuJUi.plAAAtion ^la*hcand6 showing multiple* orf thncc, a 
box oh counter*, pencil 

Chant: x 3 



0 
1 
2 
3 
4 
5 
6 
7 
& 
9 



Vote*: 9/10 



9/11 



9/12 



9/13 



9/14 



Resinfancement: Rexn^oncc with positive, comment*, buck a* "Good job! 11 
"Gneat!" "Supesil" cvejiy two ok thn.ee. collect ne*ponbe*. 

Evaluation: Vid the. btvAent have, to count to himbeli on. heA*el& 
on the. pnoblem con/iectly Ke*powLed to? 

Vid the. student meet the. cnitestia oi 90 peAcent connect 
in ^ive. minute*? 



Figure 7 

Sample Lesson Plan to be Conducted by the Paraprofesslonal 
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Weekly Conferences/ PI anni ng Time 

A standing dally/weekly conference between the supervising teacher 
and aide provides for planning and scheduling of upcoming events and 
objectives and for evaluating the effectiveness of past activities. 
Following are key elements of a good conference between a teadher and 
aide: 

. . . Determine 1n advance the purpose and/or content of the 
conference. If none 1s obvious, cancel the conference. 

. . . Meeting times should be consistent. 

. . . Conferences should be at a site accessible to Instruc- 
tional materials and free of Interruptions and distractions. 

. . . Conferences shcld be positive and oriented to problem 
solving rather than be teacher dominated. 

. . . Discussion should be pertinent and efficient and end 
when the purposes have been met. 

While the topics of each conference will vary, Heller and Pickett 
(1983) list general topics that can be handled well 1n the weekly 
conference: 

- individualized education plans (IEP's) 

- lesson planning (long- and short-range plans) 

- teaching strategies 

- pupil progress evaluation 

- pupil Interest . 

- parent-teacher conferences 

- district philosophy 

- ordering supplies 

- routine duties 

- classroom management 

- materials and resources 

- pupil records including cumulative records, para professional/ 
teacher liability 

- school -community events 

- employment procedures 

- organizations and meetings 

Evaluation of Paraprofessional Performance 

Evaluating paraprofessional performance Identifies training needs 
and determines how effectively the teacher aide 1s being utilized. 
The evaluation of teacher aide performance can be viewed as twofold: 
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• 1. Informal evaluation of paraprofessional performance by 
the supervising teacher occurs on an ongoing basis 
throughout the school year. 

2. Formal evaluation involves the observations and ratings 
of administrators and parents in addition to those of 
supervising teachers. — • 

Informal evaluation naturally occurs on a daily basis in situations 
in which adequate supervision is provided. In fact, in such situations 
the supervisory and evaluation processes may blend so that they occur 
simultaneously. The standing weekly conference between teacher and aide 
is a very appropriate time to evaluate the aide's implementation of 
instructional strategies, rapport with students, and need to perform 
other duties. 

Since daily planning/communication time between teacher and aide 
is sometimes limited, a format for written evaluation of Instruction 
conducted by the aide may be beneficial. Figure 8 presents a sample 
lesson evaluation form to be completed by the paraprofessional following 
completion of an instructional session. 

In contrast to informal evaluation, a formal evaluation requires much 
more preplanning and often Involves the use of standardized forms. 
Components of a formal evaluation. process include: 

1. Preobservation activities including defining concerns, 
establishing criteria of acceptable performance, and 
developing evaluative instruments. 

2. Data gathering through formal observations, use of rating 
scales, questionnaires, etc. 

3. Analysis of results and determination of behaviors to 
maintain or change. 

4. Conference with person. being evaluated to provide feedback 
and outline plans/strategies to Improve or change behavior. 

The formal evaluation process is frequently shared by teachers and 
. administrators (Vasa, Steckelberg, & Ronning, 1982). The most commonly 
used evaluation techniques are observation by the supervisor and 
standard evaluation forms. (Jnly a small percentage of administrators 
and special education teachers report the use of the following evaluation 
techniques: time logs of teacher aide activities, self -evaluations 
completed by aides, parent and student evaluations, and student attainment 
of goals. ht~ 

Administrators and supervising teachers often draw on the written 
job description in defining areas of concern and establishing criteria 
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VoAapAoieA&ional Szli-Bvaluation 

Ve& No 

1. Vid 1 plan wtJUL ion thz leMon and undeA- 

&tand thz goalb? — 

2. Vid 1 introduce, thz leMon 40 that the. cnwt 
undeMtood the. concept that the. Izuon 

attempt* to teach? , — 

3: Ola* I enthusiastic- enough to get the. chud 

inteAzUed In peAioAming the. task? _ 

4. Vid I explain what the. chiU was to do *n 
" the. pnactice. activity so that he. on. the. 

undeMtood it? , , — 

5. Vid I have, ail the. mateAials I needed 

to teach the. lesson? — 

6. Vid I usz appnopniatz AzinioAczmznt 

techniques? , — 

7. Vid I encounage. him on. hex 4,4 hz on. snz 

wttt having diiiiuulty'! _ 

S. o/o6 the. lesson successful in tznms ofl 
leaching thz behavional objective, ion. 
the. unit? — 



Student Evaluation 

1. Was the. chUd able, to peA^onm the. task Aeo.uiA.ed in thz lesson? 

yea No Comment'- 

2. Vid thz chiJld nzed otheA expedience* bzioAZ attempting thz 
cunAent lesson plan? 

yea No Comment : 

3. was thz child wiling to tAy [motivated) to do thz exzAcisz? 

yea No Comment: 

4. Vid hz oa shz appeoA inteAested in thz lesson? 

yea No Comment i 



Figure 8 

Evaluation of the Instructional Session 
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of acceptable job performance. Items appearing on observation forms 
and rating scales are designed to match duties and responsibilities 
outlined In the job description. Again, local needs and expectations 
determine the specific content of evaluation Instruments and specificity 
of items. 

To assist local schools In developing Instruments for evaluating 
the performance of paraprofesslonals, several sample forms have been 
included In the appendix. 

The Teacher Aide Evaluation Form (found on page A-l of the appendix) 
is a sample rating scale which could be completed by the special 
education teacher, administrator, or other supervising personnel. 
Heller and Pickett (1983) have drawn up a rating scale to be Used while 
conducting a formal observation of the paraprofesslonal carrying out an 
instructional activity. This Observation Checklist is found on page 
A-2 of the appendix. 

Local school districts may choose to broaden the base of the evalua- 
tion and Include parents, students, and teacher aides themselves as 
evaluators. A Parent Evaluation of the Paraprofessional Program appears 
on page A-3 of the appendix. The Paraprofesslonal Self-Rating Evaluation 
Form provides the opportunity for paraprofesslonals to review areas of 
potential self -Improvement. The Paraprofesslonal Self -Rating Evaluation 
Form appears on page A-4 of the appendix. 

In addition to rating the performance of the paraprofessional 
involved in various activities, an Important outcome of the evaluation 
process Is the determination of how effectively the paraprofesslonal is 
being utilized. Recording the amount of time spent at various activities 
facilitates decisions regarding time devoted to Instructional activities, 
playground supervision, clerical tasks, etc. The Paraprofessional Time 
and Activity Log (pages A-5 to A-7) Is useful In record keeping and 
decision making. 

Evaluation information should be shared In a conference with the 5 
paraprofessional. Topics of the conference often Include strengths 
and weaknesses; areas in which improvement might be attempted; strategies 
for altering behavior; plans for needed Inservlce; and changes in 
assigned duties. 



Conclusion 

Paraprofesslonals are an extremely valuable resource In meeting the 
educational needs of special education students. Important factors In 
the utilization of paraprofesslonals include an adequate plan for ad- 
ministering the program, training for special education teachers and 
paraprofesslonals, and evaluation of the program. Paraprofessionals 
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play an important role by providing an opportunity for differentiated 
staffing and thereby enabling more productive and efficient use of 
professionals. Paraprofesslonals can provide important educational 
services, and should be valued by staff members, students, and the 
community as a whole. 
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APPENDIX A-l 



TEACHER AIDE EVALUATION FORM 

Name Room Served 

Date Evaluator 

Instructions: Complete the following form on each instructional aide employed in the 
district. The rating scale of 1 to 5 is employed with 1 being low and 
5 being high. Make narrative comments where they would be appropriate 
In evaluating the instructional aide. (NA refers to not applicable.) 

I. Rapport/ Interpersonal Skills 5 4 3 2 j NA 

1. Rapport with children in classroom _ 

2. Communication with supervising teacher 

3. Communication with other staff members 

k. Communication with parents of children _ 

1 1 • Personal Characteristics 

1. Neatness and appropriateness of dress 

2. Interest and enthusiasm for the job 

3. Self-control in stress situations 

Initiative and work habits 

5. Friendliness and cooperati veness 

III. Employment Performance 

1. General Assistance to the Teacher 

a. Attendance taking, etc. 

b. Record keeping of student progress 

c. General housekeeping of the room 

d. _ _ _ 

e. 

Techn ical Ass i stance in Instruct ion 

a. Operation of AV equipment 

b. Operation of duplication equipment/ 
typing 

c. Bulletin board assistance 

d. Preparation of instructional materials 

e. ' _____ 

Instructional Assistance 

a. Individual tutoring skills _ _ _ 

b. Group supervision 
i. small group (1-5) : 

ii. large group (5 or more) _ 

c. Story telling or reading _ _ 

d . Behavior management _ 

e. Observation reports to the teacher ______ 

f. _ _ _ 

9- 

IV. General Observations 

1. Carries out all assigned responsibilities 

2. Follows ethical procedures 

3. Takes part in inservice opportunities 

4. Punctual 

5. Student learning contracts are carried out 

6. Z Z Z ~ Z Z 

7. 
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APPENDIX A-2 
OBSERVATION CHECKLIST 



Observee: ; Date: 

Time: Activity: ' 

Observer: . 



Instructions: Rate the paraprofessional on each of the following items by 
circling: (1) excellent; (2) very good; (3) average; (k) below average; 
(5) poor; and (6) no opportunity to observe. 



Behavior with Student 

1. Clear instructions to student 

2. States expectations to student 

3. Tutoring is sequential 

4. Provides opportunities for response 

5. Use of prompts/stimulates responses 

6. Presents activity in reasonable time frame 

7. Measures performance against objectives 

8. Provides planned reinforcement in a timely 
and consistent manner 

3. Utilizes body language appropriately 

10. Control of the instructional session 

11. Uses a variety of reinforcers 

12. Uses materials effectively 
13* Stays on task 

14. Maintains records 

15. Exhibits enthusiasm for task 



Ratings 

i 2 3 r 5 6 



2 
2 
2 
2 
2 
2 
2 

2 
2 
2 
2 
2 
2 
2 
2 



3 
3 
3 
3 
3 
3 
3 

3 
3 
3 
3 
3 
3 
3 
3 



k 
k 

J* 
4 



5 
5 
5 
5 
5 
5 
5 

5 
5 
5 
5 
5 
5 
5 
5 



6 
6 
6 
6 
6 
6 
6 

6 
6 
6 
6 
6 
6 
6 
6 



Comments : 
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APPENDIX A-3 

PARENT EVALUATION OF THE PARAPROFESS I ONAL PROGRAM 



Our school has employed teacher aides to assist in the instruction offered 
to your child. Would you please take a few minutes to give your reactions to 
the program by answering the following questions? 



Much 



1. Is your child more enthusaistic 
about school? 

2. Has she/he shown greater interest 
in her/his school work? 

3. Has the teacher been able to give 
your child more individual help? 

k. Does your child talk more about 
things that happen at school? 

5. Has your child received individual 
help from the educational aide? 

6. Have you visited the class or 
teacher? 

7. Have you talked with the education 
aide? 

8. Do you favor the continued use of 
the educational aide in the class- 
room? 



Not at 

No Difference All 

2 3 r~ 



2 3*»5 

2 3*»5 

2 3 *» 5 

2 3 A 5 

2 3 *» 5 

2 3*»5 

2 3 *» 5 
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APPENDIX 



PARAPROFESS IONAL SELF-RATING EVALUATION FORM 

Instructions: The following items have been prepared so that you can indicate 
how you feel about your performance in relationship to each of 
the questions. For each item circle the letter which represents 
your reaction as to whether you Strongly Agree (SA), Agree (A), 
are Not Sure (N) , Disagree (D) , or Strongly Disagree (SD). 



1 . 


Do 1 plan for the activity that 1 have been ass igned? 


SA 


A 


N 


D 


SD 


2. 


Do 1 make myself helpful by offering my services to 














the teacher when there is an obvious need for help? 


SA 


A 


N 


D 


SD 


3. 


Do 1 have a plan for getting children into groups? 


SA 


A 


N 


D 


SD 


k. 


Do 1 find opportunities for givlncs children 














choices, or do 1 tell .them. what tc do? 


SA 


A 


N 


D 


SD 


5. 


Do 1 observe closely the techniques used by the 
teacher and fellow through when 1 am working 














with the group? 


SA 


A 


N 


D 


SD 


6. 


Do 1 really listen to what children say? 


SA 


A 


N 


D 


SD 


7. 


Do 1 accept criticisms and suggest ions 'without 














becoming emotionally upset? 


SA 


A 


N 


D 


SD 


8. 


Do 1 follow directions of the classroom teacher? 


SA 


A 


N 


D 


SD 


9. 


Do 1 try to develop a friendly attitude with all 














of my co-workers? 


SA 


A 


N 


D 


SD 


10. 


Do 1 give too much help to children rather than 














allowing them time to think? 


SA 


A 


N 


D 


SD 


11 . 


Do 1 refrain from interfering between another 














teacher and Duoil unless called on for assistance? 


SA 


A 


N 


D 


SD 


12. 


Do 1 avoid criticism of the children, the teacher. 














and the school? 

ullU HIV 9 WIIW 1 * 


SA 


A 


N 


D 


SD 


13. 


Do 1 ma in ta i n accu rate and comol ete records of the 














activities of students with whom 1 work? 


SA 


A 


N 


D 


SD 


14. 


Do 1 have an adequate knowledge of the school rules 














and policies governing my employment? 


SA 


A 


N 


D 


SD 


15. 


Do 1 understand the discipline/student management 














procedures employed by my supervising teacher? 


SA 


A 


N 


D 


SD 


16. 


Do 1 have sufficient knowledge of operating the 














audiovisual equipment and reproduction equipment? 


SA 


A 


N 


D 


SD 


17. 


Do 1 know the procedures to follow in a school 














emergency, such as fire, and first aid? 

Do 1 dress in an appropriate manner commensurate 


SA 


A 


N 


D 


SD 


18. 














with the expectations of the school? 


SA 


A 


N 


D 


SD 


19. 


Do 1 use the proper school channels when 1 have 














a disagreement with a staff member? 


SA 


A 


N 


D 


SD 


20. 


Do 1 feel that 1 am making a positive contribution 














to the education of students? 


SA 


A 


N 


D 


SD 
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APPENDIX A-5 



PARAPROFESS IONAL TIME AND ACTIVITY LOG 

Directions: 

The Time and Activity Log is designed to provide a measure of accountability for 
paraprofessionals as well as a means to determine whether the staff member is 
meeting the job or role description for a specific position. 

The paraprofessional should record the specif ic number of times he/she has 
engaged in a particular activity in the upper half of the box under the date following 
the lettered activity code. Time should be recorded to the nearest 15-minute interval 
in the space in the lower half of the box. The time and activity rows should be 
totaled at the end of each month by placing the t^tal in the total column. 

Below is a categorization of activities commonly engaged in by paraprofessionals. 
The categories can be delimited or expanded dependent upon the needs of the individual. 

A. AdminAAtAjaton. Con^eAence. Conference or discussion with the superintendent, 
principal, director of special education, curriculum coordinator , etc. 

B. BuilxUng, Ctcu>6toom, and Equipment Maintenance.. Routine activities related to 
organizing or repairing equipment or furniture in the classroom. 

C. ClaAthoom ObteAvatton o£ Student*. Observations focused on pupil behavior either 
collectively or singularly for purpose of assessment or procurement of information. 

D. Conscience with OtheA ?eMont>. Including school counselor, psychologist, therapist, 
regular class teacher. 

E. Imtnactljonal Activities by Subject on. Anea: 

1 . Tutoring One-to-One 6. 11. 

2. Group Activities J. 

3. 8. 

5. _ m 10. 

F. Meetcwg on. In&eAVAJie attended. All meetings attended, such as building, training, 
or district-wide. 

G. Paten* Convenience. All contacts with parents whether formal or informal. 

H. Playgnound, Lunduwom, Rece&6 SupeAvlAion. (Self-explanatory,) 

I. Pn.epaAatlon and Planning. Time spent preparing instructional materials, bulletin 
boards. 

J- Recond Keeping, Repont WnlXlng, and LetteA Uniting. Reports or records for in- 
structional staff. * 
K. Typing and Repnoduclng \KatVvuoJU. (Self-explanatory.) 

L. Student Conscience*. Small group and individual sessions with students relating 

to the academic program or adjusting behavioral ly or socially. 
M. TeacheA Con^eAencU. Conferences with supervising teacher. 

N. Testing and Evaluation. Time devoted to testing and reporting student progress 
on measures given to assess student's entry level skills or progress. 

0. Othe/i. This category is available for use by the paraprofessional to report 
other specific assignments. These assignments should be spelled out very 
specifically. 
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PARAPROFESS IONAL DAILY ACTIVITY LOG AND CODE 



HONTHLY SUMMARY 



> 

0> 



5 

Acnwry cope a 

if 
























ft 

c 

_ _ul_ 


M 
\ 

c 
p* 


A. Administrator Conference 






















































6. Building, Classroom I Equipment Maintenance 






















































C, Classroom Observation of Students 






















































D. Conference with Other Persons 






















































E. Instructional Activities by Subject or Area 
and Average Number of Students Served: 
Code Nam of Activity Number of Students 




























1. Tutoring One-to-One 






















































2. Group Activities 






















































3. 












































































































5. 






















































6. 






















































7. 


















































































8. 














































































































10. 
























































II. 
























































F, fleeting or Inservice Attended 
























































G. Parent Conference 
























































H, Playground, Lundvon, Recess Supervision 
























































1, Preparation and Planning 




























J. Record Keeping, Report Wri ting, and 




























Letter Writing 





























Honth 



Submitted by 



Instructions: 

Record the nuefter of specific 
events for each activity In the 
upper half of the box under the 
date following the lettered activity 
code. Record the tiae In ten-ilnute 
blocks In the lower half of the 
box. 

Exaple; 



D 
A 

Y 

A, 



6- 

12 














1 














lo 















The above exalte Indicates 
that on June 12, one administrator 
conference of ten ilnutet or lets 
was conducted, 
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PARAPROFESSIONAL DAILY ACTIVITY LOG AND CODE (continued) 



(J 

ACTIVITY COOb A 

y 
















































Total 


* TBI 1 I 


T iffl£ 

1 1 lllv 


K. Typing and Reproducing Materials 






































































































L. Student Conference 






































































































H. Teacher Conference 






































































































N. Testing and Evaluation 


































































































w 




0. Other 

t . v., 

1. 


































































































i 






















































2. 






































































































3. 






































































































t. 






































































































5. 
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